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Requesting Agency 

TAH30T C0U1OTY 

2. Division or Bureau of Requesting Agency 

CLERK OF THE CIRCPIT COURT 
3. Authorization Requested (Check only one of the squares below). 

•
Dispose of present accumulation. No 
additional accumulation is antici

pated. Records have ceased to have value 
to warrant retention. •• 

B • Establish retention schedule for re
cords for which there is a continuing 

accumulation. The records will ceose to 
have value to warrant their retention after 
the period of time indicated. 

4. 
Item 
No. 

•
Microfilm and destroy originals. 
Originals if not microfilmed would be 

retained for the period of time Indicated. 

5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet). Show recommended retention period. 

6. Recommendation 
of Hall of Recprds 
and Board of Public 
Works. F 

1 . CASH COPKTER SHEET 

Size: 8jj» x lli" sheets 
Dates: 1950 
Quantity: 1.5> cubio f e e t 
F i l e Arrangement: Chronological 
Disposable Amount: 1 cubic foot 
Audit: State audit 

The Cash Counter Sheets are the daily record of cash receipts and 
disbursements, giving the date , the payee or payor, the check or 
receipt number, and the amount. This record i s posted periodically 
t o the Cash Book, the f i n a l book of entry uhich i s retained perma
nently, and has no further value a f t e r being audited. 

' EECOMMEHDATIONi RETAIN FOR THREE TEARS GR ULTIL AUDITED, 
WHICHEVER IS LATER, ASS) THSU DESTROY. 

7. Xgec<cy>Division or Bureau Representative 

Signature Title Date 

chedule Authorized as Indicated in Col. 6 by Hall of 
ecords Commission. 

'f f Date Archivist 

Disposal Authorized as Indicated in Col. 6 by Board.of 
Public Works. 

Secretory 
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5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet) . Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

2 . CIERK'S DOCKET 

3. 

Sizo: 8i>" x Ik" x ii" . 
Dates: 1953 
Quantity: 2 volumes 
F i l e Arrangement: Chronological 
Index: Tab index t o subject 

The Clerk's Docket i s typed in Icoso-laaf form Tor temporary o f f ice 
use, giving the i n i t i a l s of the attorneys, the docket number, the 
Court term, a summary of the Court proceedings, and the judgment. 
This information i s recorded in the Law Docket, and the Chancery and 
Criminal Dockets which are permanent records. The Clerk's Docket 
i s considered non-record in accordance with the provisions of the 
statute governing non-record material (Article lil, Section 179, Anno-] 
tated Code of Maryland, 1957 Edition) and may be destroyed, 

COURT DOCKET • 

Sis©: 3" x il." x 2» 
Dates: 1928 
Quantity: 18 volumes 
F i l e Arrangementi Chronological 

The Court Docket i s prepared for the temporary use of the Circuit 
Court Judges. This information i s recorded in the C i v i l , Chancery, 
and Criminal Dockets which are permanent records. The Court Docket 
i s considered non-record in accordance with the provisions of the 
statute governing non-record material (Article lil, Section 179 , 
Annotated Code of Maryland, 1957 Edition) and may be destroyed. 

WARRANT AND S M S DOCKET 

Size: 10" x 16" x - ; \ 
Dates: 1901-^05 •' - s 

Quantity: 1 volume 
F i l e Arrangement: Chronological 
Annual Accumulation: Discontinued 

This i s a temporary docket-type record of warrants and summonses 
issued t o the Sheriff f o r service , showing the Court term,date,ch«rgd 
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5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, ond quantity 
(cubic or linear' feet) . Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

and the name of the slieriff . The record i s apparently incomplete 
intended f o r use as a te;nporary memorandum by the Clerk prior t o 
entry in the permanent dockets. This docket i s considered non-
record in accordance with the provisions of the s tatute governing 
non-record material (Art ic le hi, Section 179» Annotated Code of 
Maryland, 1?57 Edition) and may be destroyed* 

CHIER'S DOCKET 

SiEej ID" x lhn x 2" 
Date3: 192k, 1P29-1933 
Quantity: 8 volumes 
F i l e Arrangement: Chronological 
Annual Accumulation: Discontinued 

This i3 a record of c i v i l sui ts for the toiripcrary use of the Court 
Crier giving the case number, the i n i t i a l s of the attorneys, the 
names of the defendant and p l a i n t i f f , a susreary of t h 3 proceedings, 
the amount of the judgment, and the date3 of settleraani.and satiafec-j 
t i o n . This infe-rcuition i s recorded in the Law, Chancery, and Criminajl 
Dockets which are pswansnt records. This docket i s considered non-
roc or d in accordance with the provisions of the s ta tute governing 
non-record material (Articla Itl, Section 179 , Annotated Code of 
Maryland, 1957 Edition) and nay bs destroyed. • f . 

CASH DAY B00IO • • • • 

Siee:' 10" x lk» x 1 " 
Data's. 1925-1931, 1935-1936 
Quantity: 13 volumes 
F i l e Arrangement: Chronological 
Annual Accumulation: Discontinued 
Audit: State Audit 

The Cash Day Books, superseded by the Cash Counter Sheets, give the 
date, the dai ly cash' receipts and disbursements, the payor or payee 
and the check or receipt number (in l a t e r y e a r s ) , and the amount. 
This record was posted t o the Cash Book, the book of f i n a l entry, whibh 
i s permanently retained. The volume for the year 1915 should be per—] 
manently retained as t h i s year i s missing from the Cash Book s e r i e s . 
The following recommendation applies t o a l l volumes in t h i s s e r i e s . 

A. K2C0MHSMDATI0N, "R3TAE? PSP.SfiJCTXLT THS VOLUMS IHCLUDIM&--
THB YSAR 1S15. ! ' .\ > 1 

2 . RSCCI'SMSSDATION: RSTAIW THE BALANCE CF THIS SERIES'FQS'A J 

THREE TSARS Oft UNTIL AUDITED, t&ICH2V2l 
IS USER, AHD THEM DESTROY. • 


